annual 
Index 
THE 


OFFICE 


VOLUME 89, 
JAN.-JUNE 1979 


New From Martin Yale 


Power Packed 
Porta- 


Punch. 


Punches a 

1” Thick 

Stack Easily . 

In One Stroke! 


Does it Cleanly, 
instantly ... Safely. 


Designed for the office or in-plant 
print shop, the PortaPunch 
combines easy portability and 
safe manual operation with the 
clean, accurate punches of much 
larger power units. 

Send for free literature 


MARTIN YALE BUSINESS MACHINES 
(©) AN ESCALADE COMPANY 


500 N. Spaulding Ave., Chicago, IL 60624 


Circle Reader Service Card No. 515 
234 


Accounting service designed for small businesnes, Franchised ... Apr., 


39 
Are we doing the right things, right?, Thomas Jan., 97 
Auditing the data processing function, 
Barclays Bank offers a study in contrasts, Frank Munzer ........ Mar., 93 
Bates opens new plant, Edison remembered Apr., 56 
Boss, Author is test’ .. June, 146 
Buildings for administration and services, Separate office ees Mar., 18 
Calculators, Buyers’ guide to desk-top and programable ........ Mar., 157 
Calculators for offices, Electronic, Theodore J. Wirth ........... Mar., 154 
Carbonless paper saves time in forms printing ................ May, 20 
Collating, Even a smaller office can benefit from automatic, 
‘Collators and sorters, there’s a model for every need, With ...... May, 114 
COM: what are the benefits?, Converting to, Ralph’ J. Morrison .. Apr., 18 
Communications center, The corporate, D. L. Grantham ........ Jan., 85 
Communications, The revolution in, Ernest C. Steele ............ Jan., 118 
Communications services—a review, Common, Anthony T. Easton Apr., 80 
Computer does registration for Caravan "79 .............. 


Computer enemy is within, The real, Dick H. Brandon -.....,.... Jan., 107 
Computer-output-microfilm recorders, Users’ guide to,  ~».... Apr., 141 


Computer printer speeds reports for railroad .............. June, 148 
Computer, Selecting a small,-Roy Worthington ................ Feb., 40 
Computer services, Growing importance of, John P. Imlay Jr. .... Jan., 158 
Computer system can be used without EDP personnel .......... Feb., 92 
Computer system, Credit union’s small, Jean VanHoozer ..... .... Feb., 107 
Computerized multiple service for yachts, A ............ Feb., 90 
Copier can reproduce voiceprint from one syllable, Color ........ May, 90 
Copiers, Health plan firm has lifesaver in, Frank S. Hall ........ May, 86 
Copiers will be key units in fature offices, R. Clark DuBois ..... ; May, 98 
Copy costs and client chargebacks, Busy law firm controls ...... May, 91 
Copying, Harvard manages, Sterling I. Smith ................. May, 18 
Copying machines can reduce costs, Control systems for ........ May, 148 
Copying machines, Today’s, Theodore Se May, 121 
Copying system, Relocation proved the need foranew.......... May, 108 
Corporate complex with built-in growth planned, 

Cost savings in clerical work, Alexander R. Noble ............. Jan., 132 
Crossword processing, Nancy Q@. Ransome .................... Feb., 64 
Data entry, All in the office are involved in, Norman Bodek ..... Jan., 167 
Data-entry by non-EDP personnel, Lawrence M. Pinsky ........ Feb., 22 
Data-entry systems, Suppliers of key-to-magnetic, ........... . Feb., 108 
Data processing, Expectation gaps in, Gerald C. Schmitz ........ Jan., 150 
Data processing, Small staff does big volume with word and, 

June, 123 
Dictation network, A first for Sitesi: ae June, 95 
Director from outside, The corporate, Ronald G. Burke ........ Jan., 112 
Distributed data system, Farm equipment firm’s, .............. Feb., 66 


Education, The value of continuing your, James J. Rutherford ... Jan., 110 
Employee Relations, Right or Wrong in ... Jan., 179; Feb., 133; Mar. 79; 

Apr., 58; May, 71; June, 77 
Employee survey shows positive attitudes, Nationwide, ........ Mar., 63 
Employees prefer to work after normal retirement study finds ... May, 157 
Employees, There is a better way to help troubled, 


Environment, Creating a productive, Robert E. Fritsche ...... Mar., 116 
Equipment, Convincing management to upgrade, Robert B. Austin Jan., 102 
Expansion, Corporate offices were planned for, ................ Mar., 148 


Expo-sium.’79 annual word processing conference in Wisconsin .. Mar., 114 
(Facsimile) Computerized copying system to deliver mail 


Apr., 55 
Federal office systems show in Washington .................. Feb., 130 
File speeds transactions, California bank’s rotary,.............. Apr., 162 
Filing and finding of information, The, W. James Harmeyer ...... Jan., 134 
Forms industry, New directions for the, James Breakey ........ Jan., 169 
Forms, Materials management applied to, John H. Vernet ...... Jan., 146 


Future offices at home, Management won’t want, Ron Williams .. Jan., 143 
Future things will remain the same, Some, Joseph H. Hartman ... Jan., 99 


THE OFFICE, June 1979 


annual 
Index 
THE 


OFFICE 


VOLUME 89, 
JAN.-JUNE 1979 


New From Martin Yale 


Power Packed 
Porta- 


Punch. 


Punches a 

1” Thick 

Stack Easily . 

In One Stroke! 


Does it Cleanly, 
instantly ... Safely. 


Designed for the office or in-plant 
print shop, the PortaPunch 
combines easy portability and 
safe manual operation with the 
clean, accurate punches of much 
larger power units. 

Send for free literature 


MARTIN YALE BUSINESS MACHINES 
(©) AN ESCALADE COMPANY 


500 N. Spaulding Ave., Chicago, IL 60624 


Circle Reader Service Card No. 515 
234 


Accounting service designed for small businesnes, Franchised ... Apr., 


39 
Are we doing the right things, right?, Thomas Jan., 97 
Auditing the data processing function, 
Barclays Bank offers a study in contrasts, Frank Munzer ........ Mar., 93 
Bates opens new plant, Edison remembered Apr., 56 
Boss, Author is test’ .. June, 146 
Buildings for administration and services, Separate office ees Mar., 18 
Calculators, Buyers’ guide to desk-top and programable ........ Mar., 157 
Calculators for offices, Electronic, Theodore J. Wirth ........... Mar., 154 
Carbonless paper saves time in forms printing ................ May, 20 
Collating, Even a smaller office can benefit from automatic, 
‘Collators and sorters, there’s a model for every need, With ...... May, 114 
COM: what are the benefits?, Converting to, Ralph’ J. Morrison .. Apr., 18 
Communications center, The corporate, D. L. Grantham ........ Jan., 85 
Communications, The revolution in, Ernest C. Steele ............ Jan., 118 
Communications services—a review, Common, Anthony T. Easton Apr., 80 
Computer does registration for Caravan "79 .............. 


Computer enemy is within, The real, Dick H. Brandon -.....,.... Jan., 107 
Computer-output-microfilm recorders, Users’ guide to,  ~».... Apr., 141 


Computer printer speeds reports for railroad .............. June, 148 
Computer, Selecting a small,-Roy Worthington ................ Feb., 40 
Computer services, Growing importance of, John P. Imlay Jr. .... Jan., 158 
Computer system can be used without EDP personnel .......... Feb., 92 
Computer system, Credit union’s small, Jean VanHoozer ..... .... Feb., 107 
Computerized multiple service for yachts, A ............ Feb., 90 
Copier can reproduce voiceprint from one syllable, Color ........ May, 90 
Copiers, Health plan firm has lifesaver in, Frank S. Hall ........ May, 86 
Copiers will be key units in fature offices, R. Clark DuBois ..... ; May, 98 
Copy costs and client chargebacks, Busy law firm controls ...... May, 91 
Copying, Harvard manages, Sterling I. Smith ................. May, 18 
Copying machines can reduce costs, Control systems for ........ May, 148 
Copying machines, Today’s, Theodore Se May, 121 
Copying system, Relocation proved the need foranew.......... May, 108 
Corporate complex with built-in growth planned, 

Cost savings in clerical work, Alexander R. Noble ............. Jan., 132 
Crossword processing, Nancy Q@. Ransome .................... Feb., 64 
Data entry, All in the office are involved in, Norman Bodek ..... Jan., 167 
Data-entry by non-EDP personnel, Lawrence M. Pinsky ........ Feb., 22 
Data-entry systems, Suppliers of key-to-magnetic, ........... . Feb., 108 
Data processing, Expectation gaps in, Gerald C. Schmitz ........ Jan., 150 
Data processing, Small staff does big volume with word and, 

June, 123 
Dictation network, A first for Sitesi: ae June, 95 
Director from outside, The corporate, Ronald G. Burke ........ Jan., 112 
Distributed data system, Farm equipment firm’s, .............. Feb., 66 


Education, The value of continuing your, James J. Rutherford ... Jan., 110 
Employee Relations, Right or Wrong in ... Jan., 179; Feb., 133; Mar. 79; 

Apr., 58; May, 71; June, 77 
Employee survey shows positive attitudes, Nationwide, ........ Mar., 63 
Employees prefer to work after normal retirement study finds ... May, 157 
Employees, There is a better way to help troubled, 


Environment, Creating a productive, Robert E. Fritsche ...... Mar., 116 
Equipment, Convincing management to upgrade, Robert B. Austin Jan., 102 
Expansion, Corporate offices were planned for, ................ Mar., 148 


Expo-sium.’79 annual word processing conference in Wisconsin .. Mar., 114 
(Facsimile) Computerized copying system to deliver mail 


Apr., 55 
Federal office systems show in Washington .................. Feb., 130 
File speeds transactions, California bank’s rotary,.............. Apr., 162 
Filing and finding of information, The, W. James Harmeyer ...... Jan., 134 
Forms industry, New directions for the, James Breakey ........ Jan., 169 
Forms, Materials management applied to, John H. Vernet ...... Jan., 146 


Future offices at home, Management won’t want, Ron Williams .. Jan., 143 
Future things will remain the same, Some, Joseph H. Hartman ... Jan., 99 


THE OFFICE, June 1979 


2 


Headest gived.user ..... Mar., 153 


Ideas, It costs money to implement, Ai Jan., 138 
Information for the information manager, George W..Stevens .... Jan., 94 


Information processing: fundamental changes coming. Roy L. Ash May, 63 
Information resources, The management of, Benjamin Schauss .. Jan., 123 
Information soon will make or break business, George R. Eggert .. Jan., 92 


Information system, The key to the total, John Compitello ....... Jan., 100 
Ink producer adds services here, abroad June, 62. 
In-plant printing conference in New Orleans .................. Mar., 98 
In-plant productivity is high at Northrup, Donald R. Baker ...... Mar., 100 
Legislative climate for business, Improving, Emanuel Lehman Jr. . Jan., 144 
Machine purchasers, What dealers can offer to, Burt Aus ....... Jan., 154 
Microfiche, Using the versatile, Don M. Avedon ............... Apr., 26 
Microfilm, Equitable General’s major policy: put it on, | 

Ruth Fleetwood & Stephen R. Bucci ....................... Apr., 106 
Microfilm helps Cadillac remove mountains of paper ........... Apr., 92 
Microfilm jacket system, We save with a, Steven V. Darst ...... Mar., 45 
Microfilm listens!, When E. F. Hutton speaks—even its, ........ Apr., 105 
Microfilm documents, Prep for. ..... Apr., 114 
Microfilm studied, Legal June, 156 
Micrographic readers and reader-printers, Users’ euidGe...;.- Apr., 143 
Micrographic systems, When to use updatable, 

Micrographics as a knowledge industry, Warren A. Cole ........ Jan., 84 

_ Micrographics at a public utility, David L. Feathers .......... Apr., 82 

Micrographics "79 next month in Atlanta .................... Apr., 87 
Micrographics: the future is here—now, Robert A. Glotfelty .... Apr., 44 
Minicomputers, Chicago works with, Clark Burrus ............ Jan., 93 
National Computer Show next month in New York ............ May, 111 
Neocon XI Chicago show to stress planning .................. June, 163 
OCR can increase data-entry productivity, Herbert F. Schantz .. Feb., 87 
OCR eliminated our keyboarding bottleneck, Ben Wolfe ........ Feb., 61 
OCR speeds word processing, Stephen R. Silver .............. Feb., 128 
OCR technology, The inherent advantage of, James J. Wilson .... Jan., 16 
Office, A functional approach to a corporate .................. June, 92 | 
Office equipment industry, Importance of, Carl A. Kuhrmeyer ... Jan., 89 
Office rearrangement costs, Reducing, Frank J. Carberry ........ Jan., 152 
Offices of Oregon counties’ bus operators, New, ................ Mar., 91 
Open office space, Stanford University gym becomes, | . 

Optical-character-recognition systems, Suppliers of, ........... Feb., 109 
Paper will not be the way of the future, Jay Gubter .. |-.c:.... Jan., 162 
PBX controls calls, costs, School’s digital, el)  ————— Apr., 50 
Phone system? Pizza Hut had a million reasons, Why a private, .. Apr., 40 

-Photocomposition at RCA, Word processing May, 100 

Phototypesetting improves quality of in-plant printing ......... Mar., 140 
Phototypesetting, ‘In-house’ means ‘in control’ for our, Sheri Hirst May, 116 
Planning in today’s business environment, Charles J. Courey .... Jan., 160 
Plants to create a warm office atmosphere, Using indoor ....... J une, 87 
Postal forum in New <b. . Mar., 58 
Posture and productivity; each bears on the other, 

G. A. Betteher........ June, 132 
Printing costs, Growing city reduces its, .................605. Mar., 126 


Purchasers should know office technology, All, Arthur A. Zeller .. J an., 174 
Railroads could save on accounting practices, Bruce G. Lawler ... Jan., 


Readers’ Forum, 1079 Jan., 

Recapturing outside work saves PepsiCo thousands, 

Record-keeping: evidence of the past is a base for the future, 

Records management system, Organizing a, Angela Croel &: : 

Records storage center proved best bet of all for OTB ........ June, 155 
Renovation costs, Avoiding costly office, Rocco A. Briante ...... Mar., 146 


Repainted, We had all of our office furniture, Michael J. Donoghue Mar., 175 
Reprographics at Aetna Life: a system that serves, Jack Rioux .. May, ~52 


Reprographics pay, Making, Joseph R. Yagel .................. May, 34 
Reprographics policy, systems and procedures, Charles R. Dillon Jan., 131 
Seating, proper office environment starts June, 112 


THE OFFICE, June 1979 & 


MODEL 101 


The COURIER “101” MAM DISTRIBUTING CART — elegance to 
please “any top executive... efficiency to satisfy the budget- 
minded manager. Most importantly, the Courier “101” provides 
fast, accurate mail handling... speeds pickup, sorting and delivery. 
CAPACITY: up to 100 legal size hanging file folders on top, plus 
two large steel lower compartments for parcels. ATTRACTIVE: 
walnut grain vinyl clad end panels, warm beige baked enamel side 
panels and compartments. 

© Non-sagging stainless steel folder rails @ 4” non-marking 
casters —2 fixed, 2 swivel @ Deluxe 4” carpet casters optional 
© Locking top available for greater security 

FREE! We'll analyze your mailroom setup ... recommend procedures 
and equipment ...design your new mailroom! Details in catalog. 
WE'LL SEND YOU OUR FREE ILLUSTRATED BROCHURE WITH 
DETAILS AND PRICES ... WRITE OR CALL NOW: 


W. A. CHARNSTROM COMPANY 
8127 Pleasant Ave. So., Minneapolis, MN 55420 
Toll free number: (800) 328-2962 
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ing other office equipment. 
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tains No Fluorocarbons. Packaged in handy aerosol 
package — 15 oz. can $1.85 ea. 
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OFFSET EQUIPMENT 
299. Model T-51 gives. registered two-color 
printing in one pass. Also produces two- 
color thermography and handles any com- 
bination of line, halftone and solid. From 
Townsend Industries. 


OPEN-PLAN SYSTEMS 
300. Private Spaces saves floor space and 
maintains maximum growth flexibility with 
interchangeable acoustical panels and ad- 
justable components to meet individual 
needs. From Rosemount. 


PAPER CLIPS 
301. Plastiklips for filing, coding, book 
marks or signals hold up to 24 sheets and 
will not rust or harm copier and postal 
equipment. Signals fasten and signal at one 
time for order and quick visibility in files. 
Available from Baumgarten’s. 


302. Steelgrip paper and pencil clips from 
Van Valkenburg are made of tempered 
steel with nickle plating. Available in three 
sizes to organize papers and reports. Won’t 
mangle data processing cards. 


PENS 
303. Thinrite pens from Eberhard Faber 
have superfine point and smooth-flowing 
action. Reinforced tip offers durability and 
consistently fine line. 


SECURITY EQUIPMENT 
304. High-security and fire-resistant prod- 
ucts from Intersec include files and cabi- 
nets, strongroom doors, night depositories, 
safe deposit boxes, vaults, fire doors and 
UL-labeled money safes. 


SHREDDERS 
305. Ensure confidentiality of important re- 
ports and records with Cummins paper 
shredder. Wide range of models available 
to meet any soquEny and budget require- 
ments. 


306. Data-Shred high-capacity shredder de- 
stroys computer print-out without folding, 


matically shreds stacks of continuous forms 
up to 1000 lbs. an hour. From Industrial 
Shredder. 


307. Security Engineered Machinery offers 


disintegrators to reduce unburst computer 
print-outs, bound manuals, whole. reels of 
microfilm, crumpled paper and even offset 
plates into miniature confetti. 


TABLES 
311. Tables with or without folding mech- 
anisms are available from Howe in a large 
selection of sizes and shapes. 


TEMPORARY HELP SERVICES 
312. Kelly will supply efficient, dependable 
temporary help for virtually any office 
need. Offers over 100 job classifications. 


_ TIME RECORDERS 
314. Do portable time stamp features 
40-hour, ‘Yeweled-balance movement, plate- 
glass crystal and stainless steel, nonbreak- 
able main spring. Records time and date. 


WORD PROCESSING 
315. Burroughs 1210 page reader is fast, ac- 
curate and simple to use. Advanced design 
is virtually maintenance free. 


308. Alphaword from Compuscan is an in- 
telligent page reader with built-in micro- 
computer assuring system compatibility. 
Automatically formats text so operators do 
not have to add or delete format codes. 


309. For quality and reliability in _ paper 
handling accessories Rutihauser cut’ sheet 
paper feeder, tractor feed or front feed, 
can be used in word processing systems 
with Diablo or Qume printers. a 
through Datamarc. 


310. SpeedFeed from Qume will feed word 
processing character printer from 7” % 842” 
to 11” x 12” sheets, and from 16 to 24 Ibs. 
up to 220 sheets at a time, ame | and 
vertically. 
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_ NEW CHUCKHOLE PATCH 
WORKS AT ANY TEMPERATURE | 
Randustrial@ Corporation, Cleveland, 
Ohio has announced the development of 
anew permanent chuckhole patch which 
can be applied regardless of temperature 

even below freezing. It is factory formu- 
lated and mixed making it virtually fool- 
proof. Application i is simply a matter of 
filling the hole. It can be opened up to 
traffic immediately as no drying time is 
required. The base of the new product is 
an ionized thermoplastic emulsion 
which is not damaged by freezing tem- 
peratures. It is being sold under the trade 
name F-155 Rannite@ Chuckhole Patch. 
An introductory free 2 gallon sample has 
been made available. For your free sam- 
ple contact the manufacturer, Randus- 
triale Corporation, 13277 Union 
Avenue, Cleveland, Ohio 44120. Phone 


(216) 283-0300. Your inquiry will also 


bring a free copy of their new 64 page 


Maintenance Product Catalog. 
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Pencil 
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that always works 


Dux Precision Sharpeners. Made to work. 
Made to last. Replacement blades available. 
re Bane way it used to be. Good! 

or $5. 


Featherlight!. 
New Plastiklips 
hold up to 24 sheets 


Perfect for filing, coding, book marks, signals. 
Will not rust. Will not harm copy machines, 
postal equipment or fingernails. Non- 
magnetic. Non-toxic. 2 sizes. Assorted colors. 
200 for $5.50. 


New! 
Signals 
fasten and 
signal at the same time 


For order and quick visibility in your files. 
Signals cling to file cards and folders without 
damaging them. Write right on or apply labels. 
Non-rust. Non-toxic. 15/16’’x7/8"’. Assorted 
colors. 60 for $4.50. 
Ask for them at your favorite 
stationers. Write: for color 
brochures . . . or order from 
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